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PREFACE 



Tjpalnlng Objectives 

This training unit provides an introduction to employment service test- 
ing for supervisors, interviewers, and employer relations personnel who 
need a basic knowledge of testing but who do not need to be test tech- 
nicians. It will also be a useful introductoiy course for test exam- 
iners and counselors. 

Content 

Training Unit 41 consists of two booklets: Part A, Instructor's Guide, 
and Part B, Trainee's Handbook. The latter contains a series of visual 
aids illustrating important points in the training as well as other 
reference materials and a series' of review questions. 

Time Required 

The estimated training time of the complete unit is 12 hours. Since it 
is divided into five major sections, convenient stopping places are 
provided for breaking the unit into two or more separate sessions. 

Materials Needed by Trainees 

Training Unit 41, Part :.B, , Trainee's Handbook 

•WSES Interest Check List and Instruction sheet 

■WUSES Booklet, '•Doing Your Best on Aptitude Tests" 

*GATB Books I and II, B-.1002A 

*An8wer Sheets for B-1002 (IBM or NCS) 

Wart 8, B-1002 

^Manual for the GATB, Section III, Development 

^^Manual for the GATB, Section IV, Norms, Specific Occupations 

-ttNATB Books 1-8 

*USE5 Typing Test, one sample test 
■»USE5 Dictation Test, one sample test 

♦Combined USES Spelling Test and Dictation Test Answer Sheet 
-ttUSES Statistical Taping Test, Specimen Set 
♦USES Medical Spelling and Legal Spelling Test, Specimen Set 
♦One copy for each two trainees 

Materials Needed by the Instructor 

Training Unit hi, Part A, Instructor's Guide 
USES Manual Dexterity Board with pegs 
USES Finger Dexterity Board with rivets and washers 
ES Manual, Part II, Chapter 9000, Etaployment Testing and Reflated 
Techniques 
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specimen Set of the GAT9 Screening Exercises 

Specimen Set of the USES Pretesting Orientation Exercises 

Specimen Set on Group Pretesting Orientation to the Purpose of Testing 

All materials furnished to trainees 

Closing the Training Session 

At the close of each training session^ copies of all test materials 
and manuals should be collected from trainees and placed in safe- 
keeping. Testing materials are confidential^ a fact which should be 
impressed upon all trainees. 

Explanation of Symbols 

The following symbols appeal^ throughout this training unit: 

/???/ Indicates questions to be asked by the instructor and to be 
answered by the trainees. 

Ans7 Indicates the correct answer to be given hy the trainees. 

The Instructor should provide the answer, if necessary, only 
after trainees have had an opportunity to reply. 

/BB / Identifies material to be written on the blackboard by the 
instructor. 

/^HH^/ Indicates suggestions to the instructor or action to be taken 
by him. Material so identified is not read aloud. 

Acknowledgment 

This material was prepared in the Division of Counseling, Testing, and 
Special Worker Services of the United States Einployment Service^ 
Manpower Administration. 
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BEST copy AVAIUBIE 
Instructor*! Guide 



Introduotion to IkployMnt Sonriee Testing 



I. nmpcsB OF nuiNiNG 



PART 0NE-*ORI8)TATION 

This training is an orientation and appreciation 
course In smployaent senrice testing* It is 
designed to Met the needs of local office oati- 
agera, who are responsible for the overall plan- 
ning and supervision of the testing f\mction in 
their respective offices, and of intervleirers 
and eaplcjer services ]>ersonnel^ vho need some 
knowledge and understanding of the subject but 
who are not esqpected to be test technicians. 

In addition, while the unit does not provide 
training on how to administer and score the 
various kinds of esq^logrment service tests, or 
how to Interpret the test results in counseling. 
It will bm a useAil Introductoiy course for new 
test axamlners and counselors ^o are to be 
subsequentlj scheduled for specialised training 
In the use of one or more of the tests described* 



II. NATURE OF 

OCCUPATIONAL TESTS 



A. Use of Samples 



1. Sampling of 
iron ore 



2. Sampling of 
blood 



The objectives of this training are summarised 
on page 1 of Fart 6, Trainee's Handbook. 

/^^/ Call on someone to read them aloud. 

Occupational tests are merely saa^les of an 
applicant's behavior or performance under a 
given set of circumstances. T^m to the chart 
on page 2 of your Trainee's Handbook. 

When we sa/ we are going to test or examine a 
ton of iron ore for its chemical coiqx)sitlon, 
we do not examine the entire ton. We take a 
small sample, perhaps one pound, or five one- 
pound lots, examine them, and from the results 
we assume that the composition of the entire ton 
is the same as the sample analysed. 

Let us take another exaaqple. When a doctor 
gives a patient a blood test, he takes only a 
few drops, or perhaps a test tube full, and he 
assumes that the characteristics of this sample 
apply to all the blood in the patient's body. 
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3* Suqpllng of 
Aptitudes 9 
Knoifladlge, 
and SklUa 



Likeiflse in occupational testing^ in trying to 
arriTa at a knowlodgo of an i^licant*8 apti* 
tttdas or aklllo, we take a saaqple of a person's 
behavior idth respect to these characteristics. 
Us give a person a 3-ainute dictation test to 
saii|>le his stenographic ability, for exaaple, 
and from his performance , ire assume that the re- 
cruits represent his general ability along that 
line. 



B. Substitute for 
Trial on the Job 



C. Objective 
naasures 



III. BISIS FOR OCCUPA- 
TIOKAL TBSnNO 



Through occupational tests ve are able to get a 
fairly good estimate in a short time of an in« 
dividual* 8 chances for success on certain jobs. 
This information helps an applicant to make the 
best use of his skills and potentialities. It 
helps him to avoid the trial and error vhich might 
otherwise be involved in his search for a suit- 
able Job. 

Sq>erience with testing has demonstrated that 
there has been a great increase in eiqployers* 
confidence in the ability of the Bqployment Ser- 
vice to select good workers . 

USBS tests provide objective measures of an ap-« 
pllcant^s skills and aptitudes. The scores a- 
chieved by an cqpplicant are not dependent upon 
the qualitative Judgment of the examiner. 

Now look at the chaz*t on page 3 of your Trainee's 
Handbook. 



A. Differences 
Among, individ - 
uals 

1. Fbysical 
differences 



While we may not have given much thought to it^ 
we have all observed how people differ fk*om each 
other in almost every attribute. 

In physical measurements ^ differences are quita 
appwent. Height s for example^ is a physical 
attribute in imich individual differences are 
readily apparent, ranging from the very short 
to the very tall. Wsight is another example. 

iOZt 



Shoe sise is still another. 



2. Skill 

differences 



The same principle applies to skills and the 
ability to acquire them. School success is aome« 
thing we are all familiar with. M know that 
some students can grasp algebra easily while 
others have great difficulty. Some students can 
do well in art, while others do poorly. 
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In vork situations « too, some people are outstand- 
Ing vhlle others are less successftd. Tbus, dlf* 
ferences between Individuals do exist. Slnllarly, 
some people do better than others on tests of 
ability. 

You will note £rom the picture ohart on page k 
of your Handbook that not only do people differ 
from each other, but people also vary vlthln 
themselves. Thus, a person will very rarely 
excel In every subject and In every ocoupatlon. 
Neither will he be a complete failure In every 
subject or occupation. Most people tend to do 
better In some things than In others. 

As you see In the chart, Lillian does well In 
art, but not so well In xnathi while Ken does well 
In math, but poorly In art. Similarly, Jerry Is 
a good welder and painter, but Is not a good 
pianist and teacher, whereas Millie Is a good 
teacher and milliner, but a poor dancer and welder. 

So far, we have seen that differences do exist 
both among Individuals and within each one. This 
fact would be of little help If such differences 
could not be measured. 

However, Just as height, weight, and school suc- 
cess can be measured, so can the occupational 
skills and potentialities possessed by people* 
Occupational tests, therefore, are designed to 
assist In determining an iiulLvi<kial^e oocupatloaal 
strengths and weaknesses. 

Look at the chart on page $ of your Handbook. 
Experiments in the field of measuremant show that 
most measurable traits are distributed In a cer« 
tain way. Let us use height as an exaiq>le, al- 
though we might use numerical ability or aiqr 
number of other traits for the same purpose* 

The curve shown on this chart represents the way 
many traits are distributed In the general popu- 
lation and Is called the curve cf normal distri- 
bution. For example, if we were to measure the 
heights of a large number of men, we would prob- 
ably find that the heights of the majority of 
them would cluster around the average, and that 
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as we go further and further away from the aver- 
age (either above or below it) there are fewer 
and fewer taller men or shorter men. 

IV. KINDS OF EMPLOY- The Employment Service uses proficiency tests, 
WENT SERVICE TESTS aptitude tests, and interest inventories, devel- 
oped or approved by USES. 



A. Aptitude and 
Proficiency 

TfiStS 



B. Interest 
Inventories 

1. Interest 
Check 
List 



Let us look at the difference between aptitude 
and proficiency tests as shown on page 6 of your 
Handbook. Aptitude tests measure potentiality 
for acquiring skill in an occupation. They are, 
therefore, primarily useful with persons who have 
had no experience or training in an occupation 
which they are considering. Proficiency tests, 
on the other hand, measure skills that have al- 
ready been acquired from education, training, or 
experience, as in the case of stenographers and 
typists. 

The USES Interest Check List (ICL) is comprised 
of 173 sample tasks in a large variety of work 
activities. The applicant is asked to indicate 
for each activity, whether he would like this 
activity, dislike it, or is not sure whether he 
would like it or not. When he has finished the 
Check List, he is asked to go back and double 
check the three activities which he thinks he 
would like the most. 



/^HHf / Pass out copies of the ICL for trainees 
to examine. Point out that it is not 
really a test since it is not scored. It 
is merely an interviewing aid which the 
counselor may use in exploring the appli- 
cant's interests and in relating them to 
fields of work. 

The counselor endeavors to substantiate expressed 
interests by discussion with the applicant to 
determine their basis and significance. 

2. Kuder The use of the Kuder Preference Record-Vocational 

is also authorized on a request basis. Since the 
Kuder is st -^ndardized, it has one dimension which 
the Interest Check List does not have. It meas- 
ures the relative strength of each area of inter- 
est. The test consists of several hundred 



ERIC 



5 - 



V. PROFICIENCY TESTS 



activities > arranged in groups of three. For 
each group^ the counselee ie asked to indicate 
which one of the three activities he Kiould like 
the most and which he would like the least. 
From these responses, a percentile score is der- 
ived for several broad areas: outdoor work mechan*- 
ical, computational, scientific, persuasive, 
artistic, literary, musical, social service, and 
clerical. Tables relate each interest area to 
specific occupations. 

Turn to page 7 of your Handbook* As we mentioned 
earlier^ those tests which are designed to measure 
skills already acquired are called proficiency 
tests. We use two kinds of proficiency tests: 
Clerical Skills Tests and Educational Achievement 
Tests. 



A. Clerical Skills 
Tests 



B. Ecucatlonal 
Achievement 
Tests 

1. BOLT 



Clerical skills tests are samples of an individual's 
work performance in certain clerical tasks. The 
Employment Service uses such tests to measure the 
following clerical skills: 



Typing 

Dictation 

Spelling 



Statistical ^plng 
Kedical Spelling 
Legal Spelling 



The USES Basic Occupational Literacy Test (BOLT) 
is an educational achievement test in basic 
reading and arithmetic skills for disadvantaged 
adults. Separate scores are obtained for Head* 
ing Vocabulary, Heading Cc^prehension, Arithmetic 
Computation, and Arithmetic Reasoning. These scores 
are used to determine the applicant's General Edu- 
cational Development (GED) level in Reading Vocab- 
ulary, Reading Comprehension, Arithmetic Computation, 
and Arithmetic Reasoning. The applicant's GED's can 
then be compared with the Language and Mathematics 
levels of the various occupations listed in the 
Dictionary of Occupational Titles (DOT). 
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The applicant's GED levels may be used as an entiy 
to the V/orker Trait Groups in Volume II of the 
DOT and, hence, is useful in counseling in the 
exploration of possible job goals and in n«^ter- 
mining whether to refer applicant for remedial 
education. 



2. Wide Range 
Scale 



VI. APTITUDE TESTS 



A. Paper "and- 
Pencil Tests 



B. Apparatus 
Tests 

C. Aptitude Test 
Batteries 



VII. PRACTICAL NATURE 
OF ES TESTS 
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The BOLT has separate sub-tests at several levels 
of difficulty. Consequently, some means is 
needed to determine the appropriate level to 
administer each applicant.. The number of years 
of education completed by the applicant is not, 
by itself, a reliable indictor, so a brief 
objective test is needed as a supplement. This 
is provided by use of the Wide Range Scale, 
which is administered informally as a part of the 
counseling interview. . 

Turn to page 8 of your Trainee's Handbook. As 
we mentioned earlier, tests which are desinged 
to measure a persons' s potentiality for acquiring 
skill in an occupation are called aptitude tests. 
There are two kinds of aptitude tests: 

Paper-and-pencil tests 
Apparatus tests 

Many aptitude tests are prepared for answering 
with a pencil on the test sheet itself, or on 
a separate answer sheet. These are known as 
paper-andpencil tests. In our discussion of 
c.ptitude tests later on we will distribute copies 
of paper-and-pencil tests so you can see what . 
they look like. 

In the Employment Service we use apparatus tests 
to measure finger dexterity and manual dexterity. 

When combinations of single aptitude tests, either 
paper-and-pencil, apparatus, or both, are used to 
predict occupational success, those combinations 
are called aptitude test batteries. 

Turn to page 9 of the Handbook. Considerable 
research and experimentation have been done to 
arrive at a group of tests which could be used 
in the practical operations of a local office. 
ES tests have the following practical advantages: 

First , specific, clear instructions have been 
prepared so that it is easy to learn to administer, 
score, and interpret the tests in a relatively 
short time. 

Second, the two pieces of apparatus required are 
compact, portable, and relatively inexpensive. 
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Thirds ES tests require comparatively little 
time for administration. 

Fourth s the main advantage of ES tests is that 
their relationship to occupational success has 
been established. Therefore, they can be used 
with some assurance that the results have 
significance in terms of occupations. 

VIII. WHAT TESTS CAN DO With the information you now have on what tests 

IN A LOCAL OFFICE are and the kinds of occupational tests 

available in the Employment Service, in what 
functions of the local office'do you think 
testing can play a helpful role? 



/bb/ Write the following on the blackboard. 



A. Counseling 



B. Classificaion 



C* Selection 

1. Advantages 



2. Cautions 



Counseling 
Classification 

Selection for jobs or training 

Tests are helpful to the counseled applicant 
in suggesting kinds of work which may be 
suitable. 

More accurate classification of an applicant 
is often made possible by objective evidence 
of his potentialities for success or by 
demonstration of his acquired skills. 

Local offices will find USES tests very helpful 
in selecting applicants for jobs or training. 
Experience has shown that, where appropriate 
tests are available, applicants selected with 
the help of tests tend to be better workers 
and to have less turnover than workers not 
so selected. 

While tests are valuable tools when properly 
used, local office personnel should guard 
against over reliance on testing. Selection 
should never be made on the basis of test 
results alone, but only in combination with 
all other pertinent data, such as interests, 
work experience, level of education, specific 
training, leisure-time activities, age, 
physcial characteristics, and family influences. 
Keep in mind also thats 
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!• We do not have tests for all 
occupations* 

2. Some USES tests are not 
appropriate for applicants 
who are deficient in reading 
and arithmetic skills. 



3. Continuing research is going 
on to increase the occupational 
coverage of present tests and 
to validate the tests with 
minority group individuals. 



It is essential that USES aptitude tests 
be used only for occupations for which 
tests have been validated. No a priori 
norms are to be used. Thus, in the absence 
of specific aptitude test norms "or a 
given occupation, it is never permissible 
to try to guess the key aptitudes or the 
levels of each which would be required. 
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PART TOO--US^ APTITUDE T2STS5 NATURE AND PURPOSE 



I. COMPOSITION OF AN 

APTITUDE TEST BATTERY 



II. KINDS OF APTITUDE 
TEST BATTERIES 



A, Specific Aptlfaide 
Test Batteries 

1. Nature 



2. How Developed 



3. Purpose 



We learned earlier that an aptitude test battery 
Is made up of several single tests used in combi- 
nation to predict occupational success. All USES 
aptitude test batteries are assigned Identification 
numbers for easy reference. 

There are three kinds of USKS aptitude test bat- 
teries: Specific Aptitude Test Batteries (SATB's), 
ithe General Aptitude Test Battery (GATE), and the 
Nonreadlng Aptitude Test Battery (NATB), lAlch 
contains nonreading measures of all of the aptl. 
tudes in the OATB and the SATB»s. 

A Specific Aptitude Test Battery is a group of 
tests, developed by experimental research, and 
designed to measure the aptitudes and the levels 
needed to learn to perform the tasks involved in 
a given occupation, or small group of related 
occupations. For example: 

S-180 Key Punch Operator 

S-25 Dry cleaning Occupations, Selected 

Historically, SATB*s were developed before the 
GAT6 and, hence, were different tests. Later, 
following the development of the GATE, the orig« 
inal SATB' s were gradually replaced by new ones 
^lAi^oh were made up of selected parts of the GATE 
in place of the earlier tests. 

These SATB's were developed scientifically 
testing large ntambers of employed workers in the 
occupations covered and detemining the cutting 
scores ^ich differentiated the more proficient 
workers from the less proficient ones« 

There are several hiindred SATB's, ^ich are used 
primarily in assisting interviewers to select 
applicants for referral to entry jobji where the 
employer will train or to formal training where 
appropriate. 

It is important to remember, however, that apti- 
tudes are not the only factors which determine the 
success or failure of a worker. Aptitude tests, 
therefore, should not be thought of as being a 
substitute for the interview. They are, however, 
objective measures of one factor (aptitude) ^idi 
is an important aspect of job success. 
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Another thing to reaember about aptitude tests is 
that they are used only to help predict irtiat a 
person vill be able to do in a job situation 
after he has been given training. Therefore, if 
an employer wants t»o hire an experienced worker 
who can produce today, an iqptitude test cannot 
help to select the kind of worker he needs now 
and should not be used. In other words, aptitude 
test results are no substitute for Job esqperience 
or training. 

B. Qeneral Apti- The General Aptitude Test Battery (OATB) has been 

tude Test Battery related to a large variety of occupations and is 

used irtien we wish to determine irtilch of many 
1 • Nature occupations or fields of work would be aost suitable 

for a particular applicant. There are two editions 
of the OATB: 



2. How devel- 
oped 



3. Purposes 
a. Counseling 



b. Bxperl- 
msntal 
battery 



B-1001, the original edition in irtiich the answers 
are written in the test boold.ets« 

B-1002, the separate answer-sheet edition, of 
irtilch there are two alternate forms: A and B. 
Additional fonns are being developed. 

At the outset of the ES testing program in 193^, 
separate tests were construoted to predict success 
In different occiqiatlons. On the basis of studies 
with a large number of tests, 10 cq[>titudes were 
identified as basic to successful performance of 
large numbers of Jobs. These were measured hy 
tests in the original edtion of B-1001, released 
In ^9h$• Subsequent research reduced this number 
to 9 aptitudes and 12 tests, in B-1002, idilch was 
released in 1952. 

The QATB is Intended to assist the counselor in 
appraising the cptitudes of an applicant. Test 
Information, lAien considered together with infor- 
mation on bis Interests, leisure-time activities, 
work record, school achievement and other pertinent 
factors Is of value In assisting the applicant to 
develop a sound vocational goal and plan. 

The QATB has an additional use as an experimental 
battery in test developmeht studies designed to 
develop and cross validate new SATB's. Ve will 
discuss the test developnent process later in tills 
training. 
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Nonreading Apti- > The Nonreading Aptitude Test Battery (NaTB) is 
tude Test Battery designed for use with disadvantaged individuals 

who lack sufficient literacy skills to take the 
1. Nature GATB. The NATB measures the same 9 aptitudes, 

and, hence, utilizes the same occupational norms 

as the CrtTB. 



No reading is required of the examinee, as com- 
plete instructions are given orally by the 
examiner. The examinee marks his answers in the 
test booklets by blackening small circles beaMfli 
the objects pictured in the booklet. 

2. Development Research on the NATB v;as initiated in I963 

by soliciting ideas from State agencies on types of 
tests and approaches to be used in the research, 
following the development of the experimental 
battery, 17 States participated t?, th<: tryouts. 
The cor,plete battery was releas^jd ^o^he field for 
operational use in 1971. 

3. Purpose The NATB (like the GATB) is intended to assist 

the counselor in appraising the aptitudes or 
potential abilities of an applicant. 

Test information, when considered along with 
information regarding interests, leisure-time 
activities, work record, school achievement, and 
other factors, is of value in assisting the 
applicant to develop a souind vocational goal 
and employability plan. .However, in many 
instances remedial education may be a necessary 
first step in implementing the plan. 
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III. BBCOKCNO AC- 
QUAINTBD WITH 
THE QATB 

A. Bacamlnatlon of 
OATg 



1 • Separate 
booklets 



2. Format of 
tests 



Since It is not our purpose here to develop coun- 
selors or teat exaroinersi we won't administer the 
OATB to you. However ^ I think you will find it 
interesting and worthwhile to examine the test 
battery and learn irtiat the 9 aptitudes are and 
how they are measured. 

Distribute one copy each of Booka I and 
II of B<-1002A^ Part 8, and the booklet 
"Doing Your Bast on Aptitude Tests'* to 
each trainee. 

Bach of you now has the booklets containing all 
of the paper-and-pencil testa of the GATB. Let 
us now spend a few minutes looking over the tests 
that make up that battery. Ihe paper-and-pencil 
tests are always given in the same order, but they 
are divided into booka (plus a single sheet) thus 
allowing time for recess. 

Now turn to the General Directions on page 2 of 
Book I. (Allow time for looking over those 
directions . ) 

Now turn to Book I, Part 1, page 3« Each puper-^ 
and-pencil test contains information covering: 

Number of the test i*dch is given as Part 1, 
Part 2, Part 3* etc. 

A brief statement of irtiat is to be done by the 
examinee. That explanation introduces Jiim to 
the test situation itself. 

— A few sample exercises illustrating clearly 
what the examinee is to do and the procedure 
for working each exercise. 



Next the examinee tries a fisw practice exer- 
cises. The examiner then determines whether 
or not the applicant understands the instruc- 
tions. If the examinee answers a practice 
exercise incorrectly, he is given further 
instruations until he gets the idea. 

The time liinit and other instructions follow 
the praefies exercises • It is important to 
adhere to time limits precisely in testing 
sessions • 
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B. Aptitudes 
Measured 



Q - Part 1 



N « Parts 2, 6 



The test proper is then administered i observing 
strict tise limits. More Itens are usually 
included than can be finished in the allotted 
time. 

Refer trainees to the chart on page 10 in 
the Trainee's Handbook. 

This chart shows each part of the GATB and the 
aptitude which it Masures. Look at Part 1 on 
page 3 of Book I. 

/???/ What does Part 1 measure? 

/Ana/ Clerical Perception. 

Notice that the test proper^ which begins on page 
4f consists of two columns of names. The examinee 
inspects each pair of names ^ and indicates whether 
they are the same or different. 

Clerical Perception is defined as the ability to 
perceive pertinmt detail in verbal or tabular 
material. It is the ability to observe differ* 
ences in copy, to proofread words and numbers , 
and to avoid perceptual errors in arithmetic com- 
putation. It is a measure of speed of perception 
^ich is required in many industrial Jobs> even 
when the Job does not have verbal or numerical 
content. 

/???/ What does Fart 2, found on page 9, measure? 
/Ana/ Numerical Aptitude. 

/???/ What other part also measures Numerical 
Aptitude? How do the two parts differ? 



Part 6. Part 2 involves simple arithmetic 
compatation> as Indicated by both words and 
symbols, whereas Part 6 involves reasoning 
ability > since the examinee must decide 
whether it is necessary to add> subtract > 
multiply> or divide in order to solve the 
problem. 



We define Numerical Aptitude as the ability to 
perform arithmetic operations quickly and accu- 
rately. 
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S - Part 3 /???/ V&iat does Part 3 measiire? 

/Ans/ Spatial Aptitude. 



This test 9 found on page ^6, Book consists of 
a series of exercises containing irtiat ie called 
a stimulus figure and four drawings of three- 
diaensional objects. The stimulus figure is pic- 
tured as a flat piece of metal vhich is to be 
either bent^ or rolled^ or both. Dotted lines 
indicate where the stimulus figure is to be bent. 
The examinee indicates which one of the four draw- 
ings of three-dimensional objects can be made 
from the stimulus figure. 

Spatial Aptitude is the ability to think visually 
of geometric forms and to ccmiprehend the two- 
dimensional representation of three-dimensional 
objects . 
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7 - Part k /???/ What does Part h measure? 

/Ans/ Verbal Aptitude. 

The items in this test, found on page 26 of Book 
I, consist of sets of four words. The examinee 
indicates which two words have either the same 
or opposite meanings. 

0 - Parts 3* /???/ How is Intelligence measured? 

6 

/Ans/ A combination of Parts 3$ and 6. 

"Q", or Intelligence J is defined as general learn- 
ing aWLlityj the ability to **catch on" or under- 
stand instructions and underlying principles; the 
ability to reason and make Judgments. It is 
closely related to doing well in school. 

P • Parts S, 7 /???/ What two parts measure Form Perception? 

/Ans/ Parts 5 and 7j found on pages h and 18 of 
Book II. 

Form Perception Is the ability to perceive pertl- 
nent detail in objects or in pictorial or graphic 
material. Ability to make visual coaparisons and 
discriminations and to see slight differences in 
shapes and shadings of figures and in widths and 
lengths of lines. 
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K - Part 8 /???/ What part Maanraa Motor CoordlnatlonT 

Part 8, 

Motor Coordination la tha ability to coordlnata 
iha ^aa and handa or flngara rapSdly and 
accurataly In naklng praolaa aoTaMnta irlth apaad-^ 
ability to naka a moTaoaant raaponaa accurataly 
and avlftly. It la probably ralatad to raactlon 
tine. 

M - Parta 9, /???/ What two parta aaaaura Manual Daxtarlty? 

10 

/Ana/ Parta 9 and 10. 

Thaaa tvo parta ara glTan on an ajyparatua board 
callad tha Pagboard which oonalata of a ractan- 
gular woodan board dlvldad Into two aactlona^ aaoh 
containing U8 holaa. Tha uppar aactlon contalna 
li8 pyllndrical woodan paga. 

/*»»/ Bihiblt board and danunatrata briafly whila 
talking. 

Fbr Part 9 tha axaninaa rano^a tha paga fron tha 
holaa In tha iqypar part of tha board axid Inaarta 
tham In tha corraapondlng holaa In tha lowar part 
of tha board, HOTlng two paga alaultanaoualy, ona 
In aach hand. Tha axamlnaa la gi^an thraa taat 
trlala to nova aa aany paga aa poaaibla doMDg 
tha tiaa allowed. 

For Part 10, tha lowar part of tha board contalna 
li8 paga. Tha axaninaa ranovaa a peg fron a hola, 
tuma tha pag ovar ao that tha oppoalta and la 
up, and ratuma tha pag to tha hole fron which 
it waa takan, ualng only tha prafarrad hand. Tha 
axaninaa la given three trlala to ranove and turn 
aa nany paga aa posalble during tha tine allowed. 

Manual ItotMlty la tha ability to nova the handa 
eaally and 3kilifully~the ability to work with 
the hands in placing and turning notlona. 

P * Parta 11, PiW What do Parta 11 and 12 neaaure? 
12 

/Ana/ Finger Bsxterity. 
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BECOMING AC-.iUAINTED 
V:iTH THE NATS 

A, Examination of 
the KATB 



This ability is measured by another piece of 
equipment called the Finger Dexterity Board, 
which consists of a small rectangular board con- 
taining 50 holes In the upper part, 50 holes in 
the lower part, and a supply of metal rivets and 
washers. (Exhibit board and demonstrate.) 

For Part 11, the exaininee takes a rivet from a 
hole in the upper part of the board with his pre- 
ferred hand and at the same time removes a washer 
from the vertical rod v/ith the other hand. The 
examinee puts the washer on the rivet and inserts 
the assembled pece into the corresponding hole 
in the lower part of the board. 

In the last test. Fart 12, the examinee removes 
the rivet of the assembly from a hole in the lower 
part of the boardj slides the washer to the bottom 
of the board; puts the washer on the rod ^dth one 
hand and the rivet in the corresponding hole in 
the upper part of the board with the other hand. 

Finger Dexterity is ability to move the fingers 
and manipulate small objects with the fingers 
rapidly and accurately. 

Since it is not the purpose of this training unit 
to train counselors or test examiners, we wonH 
administer the MATE to you. However, I think 
you v;ill find it interesting and worthwhile to 
examine the NATB briefly just as you did the GATB. 

Distribute copies of KATB Books 1 through 6 
to trainees for a brief examination. 



1. Separate There are 9 paper-and-pencil tests contained in 

booklets these 8 test booklets. 

/???/ V,>.at two tests are contained in Book 1? 

/Ans/ Test A Picture Word Matching and 
Test B Oral Vocabulary 

/-x-sH^y Call on trainees to look at Books 2-8 and 
name the tests contained in each one. 



2. GATB Tests 



The NATB also uses the Mark Making Test and the 
Manual and Finger Dexterity Tests from the GATB. 
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Measured 



UNDEHSTANDING 
APTITUDE TL^T 
REKULTS 

A. Use of Test 
Appointment 
Form 



1. S 



cheduling 
for Testing 



This makes a total of 1/f separate tests for the 
NATS con.pared with 12 for the GkTB. 



/•^^'^V Refer traineeo to the chart on page U 
in the Trciinees Handbook 



/???/ Which tests measure Aptitude G? 
Aptitudes V, N, and P? 

/Ans/ Tests A, D, and Fj Tests A and B; B, C, 
D, and H; L and G 

V/henever it appears that aptitude test results 
would be helpful for counseling or selection, an 
appointment is made for testing. 



Have trainees turn to the facsimilies of 
form Km 7-^39, Test Appointment Form, on 
pages 12 and 13 of the Trainee's Handbook. 



If there is any doubt whether the applicant has 
sufficient basic education to take the GaTB, this 
can be resolved by administering the GATE Screening 
Ebcercises, This will usually determine whether 
he should be given the GATB or the NATB. 

If the applicant is unfamiliar v,lth tests or 
uneasy about being tested, he may be given a copy 
of the booklet, "Doing Your B^st on Aptitude Tests" 
at the time the appointment is made for testing. 

If the problem appears severe, he my be scheduled 
for the USES Pretesting Orientation Exercises or 
a group session on Pretestin£ Orientation on the 
Purpose of Testing. 

Scheduling is accomplished by compltfting Form MA 
7-39 in duplicate, indicating when and where the 
applicant is to report and what tests are to be 
administered. The original is forwarded to the 
testir.g unit as a confirmation copy, and the dup- 
lica^ e is given to the applicant as his written 
notice of when and where he* is to report. This 
copy also serves as a convenient identification 
when he returns to keep his appointment. 
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2. Notllloatlon 
of Test 
Re0Ult0 



TMt Reaulta 



1. Aptitude 
Profile 



Afttr sooriiig, the testing unit enters the teet 
results on the reverse side of Form MA 7-39 snd 
and returns it to the counselor or intendewer 
who nsde ithe referral. 

Aptitude test results provide two types of infor- 
aation helpful to counselors «nd placement inter- 
viewers : 

First , the individual's GATB or NATE aptitude 
scores. This provides the coiinaelor with some 
useful information on the applicant's general 
level of ability, as well as his strengths and 
weaknesses, since the average aptitude score of 
the general working population is 100. 
Thus arvf aptitude score significantly above 100 
indicates that the applicant ie above average in 
that aptitude. A score significantly below 100 
would indicate that he is below average. 



2. SATB's Second, if the applicant was tested for one or 

more SATB's, the battery nunbers will be entered 
in the right-hand column on the reverse side of 
Fom MA 7-39 • There are three possible grades t 

a. Grade H , If the battexy number is circled In 
red, this indicates that the applicant's test 
scores equaled or exceeded the aptitude norms 
estabUshed for that SATB. If he is also qtial- 
ifled on the basis of other factors , the 
chances of his being successful In that occu- 
pation are good% 

b. Gra4e M > If the battery nmober is eirded In 
black, this means that tiie Indivldttal's scores 
lie within the Standard Error of Measurement 
(SBa) and, hence ^ are e^oee to those of worker 
Judged to be euccessftal in that occupation. 
The chances of his doing well In this kind of 
work are somewhat less than that of persons in 
the H category. However, If other factors are 
favorable, he may be considered for this occu- 
pation. 

c« Oracle If a horisontal JUne Is drawn through 
the battery number, this means that the Indi- 
vidual's scores are similar to or below thoee 
of workers found to be poor or unsatisfactoxy 
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In that occupation* The chances of such an 
applicant being satisfactory on the Job are small* 
and he should be considered for other jobs which 
utilize his stronger aptitudes. 

If more infonnation is desired on the SJht 
see ES ^^anual^ part II ^ sections 9311> 
9312, 9315, iuid 9357. 



3* GATB If applicant has been referred to the GATB or NATB 

for counseling purposeSt the testing unit will 
indicate the Occupational Aptitude Patterns (OAP*s) 
met by circling the OAF number in red for Grade H. 
circling the OAF number in black for Grade M» and 
. drawing a horizontal line through the number for 
Grade L» 

The OAP*s are used only for counseling. Since 
they are groups of occupations with vaxying apti- 
tude requlx*ements» they are not specific enough 
to be used for selection. In audltlon» there 
are some SATB*s whidi are not Included in any 
OAF* Consequently, the counselor may request 
the testing unit to score for certain of these 
non-included SATB*s as well as for the OAP*s. 

4» NATB Special video tape materials have been developed 

to train local office personnel on administration 
and use of the Monreading Aptitude Test Battexy 
(NATB) • 

When the volume of testing is Targe and the test 
results are not needed immediately, answer 
sheets may be mailed to the National Computer 
Systems (NCS) ,Mixmeapolis, Minnesota for machine 
scoring* Ihe scoring machine automatically scores 
the answer sheets, computes aptitude scores, 
matdies them with the OAF norms, and prints out an 
NCS Test Record Card* See sample on page 14 of 
your Trainee's Handbook* A gummed pemascore label 
(to be atta^ed to another record fonn) may also 
be obtained if requested » 

Grades are shown on the NCS Test Record Card by 
entering the letters H, M, or L in the space 
below each OAF number* SATB's are not scored by 
NCS* 



5« Machine 
Scoring 



PART THREE— EXTEMDINQ OOVERAQB OF USES APTITUOE TESTS 



I. CONTINUING RESEARCH 



II. STEPS IN DEVELOPMENT 
OF APTITUDB TEST 
NORMS 



A. Job Analysis 



B. Selection of 
Crtterlon 



1 • Criterion 
defined 



Continuing research In expanding the occupational 
coverage of the OATB Is being carried on by the 
Nanpoimr Aiteinistration in cooperation vlth 
State agencies. This research develops additional 
SATE* s 9 ^Ich are useful for both selection and 
counseling. Ft'equently^ thes? new SATB's can be 
fitted into one of the existing OAP's. Where 
this is not the case, they nay still bo used by 
the counselor to supplement the GAP structure. 

The development of aptitude test norms for a spec- 
ific occupation is rather Involved. In order to 
give you a better understanding of this process, 
let*s break it dovn into steps: 

Turn to the chart on page 15 in your Trainee's 
Handbook. Since test batteries are prepared for 
occupations, it is important to knov precisely 
the duties of each job for vhlch the battery is 
to be developed. The first step, therefore, is 
an analysis of the job, indicating the duties 
performed and the skills, knowledges, and abil- 
ities required. 

Turn to page 16 in your Handbook. The next step 
is to find some way to measure the success of 
workers now ennployed, some way to differentiate 
the group of workers anployed successfully from 
those who are not successful, and some way to 
determine those employed in an occupation from 
those not emplojred in it. 

The standard of Job proficiency used as the meas- 
urement of job success for those persons in the 
experimental sample is called the criterion. This 
standard may vary from job to job, but, for any 
one test battery, it is the standard against which 
the tests that are tried out are evaluated. 



2. I^rpes of 
criteria 



Criteria of Job success are of mapy different 
kinds, such as: 

Production records * Objective 
Supervisor's rating - Subjective 
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Frequently, one criterion of success is insuffi- 
cient to distinguish clearly the successful workers* 
In these cases, combinations of criterial may be 
used* 



3* 



Factors in 

sele'cting 

criteria 



4* Difficulties 
in choosing 
criteria 



C. Testing 

Experimental 
Sampl e 



FRir 



The following factors are considered in selecting 
thp criteria: 

1. Validity or relevance is the prime requisite 
of a criterion measure. That is, the know- 
ledge, skills, and basic aptitudes measured 
must be the same as those required for the 
performance of the Job. 

2. Reliability is a necessary but not a suffi- 
cient condition for a criterion to be a valid 
measure of success. 

3. The criterion must be free of bias. Bias 
may operate to reduce either its relevance 
or its reliability or both. 

4. The methods used for gathering criterion 
data must be practical. The amount of 
disturbance of routine procedures and of 
additional work on the operating personnel 
of an organization must be carefully 
evaluated or it may be resented. 

Difficulties arise in choosing or finding adequate 
criteria. Frequently standards of job performance 
do not exist, production records are not kept, 
supervisors find it difficult to rate persons on 
ability without allowing outside considerations, 
like appearance cr personality, to creep in. 

For Bookkeeping Machine Operators, the criterion 
might be speed in preparing a certain number of 
bills, or ratings of all workers for their ability 
by the supervisor. 

Turn to chart 17 in your Handbook. An experi- 
mental battery is a group of tests administered 
to an experimental sample for research purposes. 
The GATE and the NATE are the two experimental 
batteries used in USES test developmental studies 
to develop aptitude test norms for specific occu- 
pations. In such instances, the entire GATE (or 
NATB) is administered to the experimental sample. 



- 22 - 



Experimental 

sample 

defined 



An experimental sample is a group of applicants, 
employees, trainees, apprentices, students, or 
other individuals tested for research or test 
development purposes* 



2m Selection of 
sample 



A sample consists of persons who are all perform- 
ing the same. job duties or receiving the same 
instruction and who meet the requirements with 
respect to factors such as agd, education, and 
experience* 



3, Number to When planning a test development study the 

be tested exper'^^nental sample to be tested should be as 

large as possible, since the larger the sample 
the greater confidence '/^s can have in the 
results obtained* 



National test norms will only be established on 
final samples of at least 60 persons, 30 members 
of a specific minority group and 30 non-minority 
group individuals# If an employer does not have 
60 workers who perform the same job duties, it 
may be possible to include additional workers 
in other locations in order to increase the 
size of the sample* 

Experience in conducting test development studies 
has shown that, after the collection of the 
test data, some workers may have to be excluded 
because of the incompleteness or inadequacy 
of the data, or because they are not 
representative of the workers generally found 
in the occupation being studied* Thus, to 
have at least 60 workers remaining in the 
final sample, it is sometimes necessary to 
include 80 or more workers initially* 

The same general procedure is followed when 
the experimental sample consists of applicants, 
trainees, or students* 
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])• Statistical- 
Analytical 
Treatment 



B. Bstablishaent 



est Noms 



Look at chart Id in your Handbook. Once the OftTB 
has been administered to the experimental saiqple^ 
the next step is to find irtiat relationship the 
tests bear to successful performance of the job. 
This relationship is determined statistical 
analytical methods « 

After these statistical conqputations are nade^ 
the **k^ ^titudes** for the occupations are 
selected. 

Then^ a determination is made as to vhich combi- 
nation of significant latitudes and cutting scores 
will yield the best selective efficiency In terms 
of the criterion of the esqperimental sanqple. 

The test scores obtained from the sample provide 
us with normative data so that ve can set a min- 
imum score for each kqy latitude. These minimum 
cqptitude scores become our norms for selection. 

An applicant qualifies only if he meets the min- 
imum score on each of the k^ flqptitudes (Grade H). 
However J under certain conditions^ as ve discussed 
earlier^ he may be considered if he falls withlu 
one Standard Error of Measurement (Qrade M). 

Now let us look at an actual ex^le of a test 
development study. 

Pass out copies of the Manual for the QATB^ 
Section UIj Development. 

Turn to pagee 56-57 and look at the stu^y of Case 
Wbrker. 

/???/ What did the experimental saiqple consist 
of? 

/Ana/ 106 enqployed workers. 

^???/ What criterion was used? 

Supervisory ratings based on 7-early per- 
formance ratings • 

/???/ What were the^ 3 key aptitudes finally 
arrived at and idiat were their cutting 
scores? 




er|c 



SnsT" 0-105, v-105, N-105. 
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h^^l How effective were these norms? 

If these test norms had been used for 
selection, 56?^ of the poorer workers would 
not have been hired, and 79?^ of those hired 
would have been good workers. 



Y. Check Studies 
and Followup 
Studies 



G. Validity 



1. Predictive 



2. Concurrent 



After the norms have been established on one 
sample for an occupation, check studies should 
be conducted to verify the results of the original 
study. 

A check study is essentially the repetition of 
a test development study which resulted in test 
norms for a particular occupation on another 
sample of employed workers, applicants, trainees, 
apprentices, or students for the same occupation, 
using either the GATE or the NATB. 

A followup study is conducted to verify that test 
norms are working operationally the way the 
original research indicated they would. 

The sample used in the original study is generally 
referred to as th^^ "validation sample:" the one 
used in the check study is referred to as the 
"cross Validation sample." 

Validity is the extent to which test performance 
is related to job performance. A valid test is 
one which will predict, with reasonable accuracy, 
an individuals* s performance in an occupation. 
Two types of validity are used: 

Pr edictive validity shows how well test scores 
coi'iespond to measures of job performance obtained 
at some later date. For example, applicants may 
be tested with the experimental battery before 
referral to an employer and then rated for job 
performance after they have worked long enough 
to have acquired proficiency. 

Concurrent validity shows how well test scores 
correspond to measures of job performance obtained 
at the same time. For example, a group of employed 
workers may be tested with the experimental 
battery and then rated for job performance 
immediately. 
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in* TES T DE VELOPMEMT 
TO MEET 
aiFIiOIER NEEDS 



i 



Both concurrent and predlctlye validity are used 
to predict future Job success* 

The validity of a test battery is expressed by a 
two-digit decimal known as a correlation coeffl- 
cient| and Indicates the degree of likeness between 
meeting the test norms and the measure of job 
performance « 

Ub have pointed out that continuing research is 
being conducted to develop cptltude test norms 
for additional occupations ^ and we have discussed 
the various steps Involved in a test devalopnent 
stucty. 

Let's assuBie that your t^loyw Relations Repre- 
sentative (ERR) is talking with an employer irtio 
is having considerable trouble getting good workers 
for a certain occupation* He is concerned that so 
many of the workers he hires fall to become profi- 
cient in the job and quit or have to be separated* 
He wonders if you; have < ome better means of selec- 
tion for this job« If ne could reduce his turnover, 
it would mean a substantial saving to the plant in 
training tine and operating costs « 



???/ How would the ERR determine irtiether or not 



we have sqptitude norms for that occupation? 

/Ana/ First, refer to the aLphabetlcal listing 
in Section IV of the Manual for the . USES 
QenCTal Aptitude Test Battery * li thSr*"" ^ 
has been kept up to date by pen-and-ink 
additions* Then consult with the testijig 
unit to verify suitability. 

/???/ If he ascertains that we have no SATB for 
that occtqpation, irtiat should the ERR tell 
the eoqployer? 

/Ana/ Tell him that we don't have a suitable 

test at present but that it may be possible 
to develop one, if he is willing to have 
his eaplcjees participate in a test devel- 
opment study« Then explain briefly nihat 
would be esqpected of him if such a stu^y 
were undertaken* Offer to bring this matter 
to the attention of the test development 
specialist, who will determine the feasi- 
bility of this particular stu^* 




Ka\'e trainees return to "Requirewents for 
a Test Development Study** on page 19 of 
the Trainee's Handbook, Call on trainees 
in turn to read a paragraph aloud ^ile 
the others follow with their copies* 

These, then, are the essential conditions that 
imist exist In order to undertake a test develop- 
ment study with any dcgrco of assurance of its 
success. However, even though the conditions 
are met, we cannot guarantee that we will be 
successful in developing a suitable test battery, 
There are so many things that may operate against 
•♦coming up" with a valid test. For example, it 
may be possible that aptitudes aren't of primary 
importance on the job; perhaps it is not possible 
to get a good measure of job success for each 
worker in the sample; or maybe subsequent Inves. 
tigation will show that all workers aren't really 
performing identical tasks on the job. 

The USES Test Development Ckiide contains very 
detailed instructions and explanations on the 
procedures idiich are followed in conducting a 
study of this kind. It is Issued in two volumes 
as follows: 

Vol, I ~ Methodology 

Vol, II Derivation of Noms and 

Illustrative Experimental 

Designs 

In addition to this Quids, the Regional office 
of the Manpower Administration provides training 
to State agency personnel in test development 
when such traiiiing cannot be done within the 
State, In this way State agency personnel can 
be trained to develop test batteries to meet 
employer needs. 



PART FOUR— CLERICAL SKILLS TESTS 



1. GENERAL 

CONSIDERATIONS 



A. Nature of 
the Tests 



Restricted Use 



C. Retestinq 



This portion of the training provides a brief 
overview of the nature and use of clerical skills 
tests and how to interpret test results. There 
are six kinds of USES clerical-skills tests: 

Typing Statistical Typing 

Dictation Medical Spelling 
Spelling Legal Spelling 

In contrast to aptitude tests/ which are measures 
of potential ability, clerical skills tests meas- 
ure acquired skills or proficiency. Hence, they 
are often referred to as proficiency tests. 

Because of the limited number of test forms avail- 
able and the susceptibility of the tests to the 
effects of practice, USES clerical skills tests 
are available for use only by the State Employ- 
ment Services affiliated with the U.S. Employment 
Service. They are never released to other organ- 
izations. 

The skills measured by the USES Typing Test, Dic- 
tation Test, and Statistical Typing Test can be 
improved through practice and deteriorate with 
lack of use. Therefore, an individual who does 
poorly on one of these tests because of lack of 
recent practice may be encouraged to gain addi- 
tional training or practice and be scheduled for 
retest at a later date. An alternate form of the 
Typing Test or Dictation Test should be used for 
the retest. 

The skills measured by the Spelling Test, Medical 
Spelling Test, and Legal Spelling Test are devel- 
oped over a longer period of time and are less 
responsive to short-term practice. There is ordi- 
narily no reason to retest with these tests unless 
the individual has had substantial intervening 
experience relating to the skill in question. 

An individual may be scheduled for immediate re- 
test with any of the clerical skills tests (using 
an alternate form of the test, if one is available) 
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if the testing is Interrupted^ if testing equip- 
ment malfunctions ^ if the IndlTLdual is extraMly 
nervous, becomes ill, or it is dlscoTsred that 
he has forgotten his glasses or was not othemisa 
capable of his best performance on the test. 

0« Grading System An examinee's raw scores on USES clerical skills 

tests mean little until th^ are compared vith 
some reference group. The reference group for 
each test is a national Bample of vorkers mploj^ 
ed in the occrqpatlons in which the skill the test 
was designed to measure is most important. 

An examinee's raw score is converted to a grade 
in order to CGiq>are his performance with the 
norms. Turn to page 21' in the Trainee's Handbook. 
Note that the grades range from 1 to 10 and are 
based on the centlle rank In the standardisation 
saxnple. The highest 10 percent of the scoz*es 
were assigned the grade of 10, the second hls^st 
10 percent of the scores were assigned the grade 
of 9, and so down to the lowest 10 percent of the 
scores which were assigned the grade of 1 • 

The results of clerical skills tests are entered 
by the testing unit on the back of Form MA 7-39 
Test Appointment Form, iddch Is then returned to 
the Interviewer or counselor who made the referral. 
The latter is responsible for recording the test 
results on the application card. 

The USES ^Tplng Test is a ^nidnttte perfoxvance 
test which yields separate measures of the speed 
and accuracy with irtdLch an examinee can type trom 
plain copy. 

There are six alternate forms of the test, des- 
ignated by the letters A to F. Each form con- 
sists of three single-paragr^qph letters, typical 
of Correspondence in various types of organiza- 
tions. The language is non-teehnlcal, but the 
content relates to the following types of organ- 
izations: 

Form A - Education 
Form 6 - Government 
Form C - Professional Services 
Form 0 - Mamfacturlng 
Pom E - Manuf aetxiring 
Form F - Finance 



n. TYPING TEST 
A. Description 
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B« When to Use 



C« Retesting 



0» Test Results 

1. ^ed 

2. Accuracy 



An examinee may be administered the form the 
content of irtiich is most appropriate* However , 
a^y examinee may be given any form of the test, 
since they are interchangeable. 

Separate norms are available for manual and 
electric typewriters « 

It is desirable to administer a typing test to 
any applicant for an occupation in idilch typing 
mi^t be required on the Job, regardless of irtiether 
the applicant has had work ejqperience in typing 
or only training* 

An examinee may be retested immediately if his 
poor performance resulted from typewriter trouble 
or excessive nervousness. If poor performance is 
due to being out of practice, the examinee may be 
encouraged to brush up and return for a retest at 
a later date* If an examinee's speed is high bat 
his errors excessive, he may be retested to deter- 
mine if he csn ijq>rove his acctiracy slowing 
down. 

An alternate form should always be used for 
retest. 

Ihe speed score is recorded on the back of Form 
HA 7«-39 as the number of words per minute plus a 
numerical grade (ft*om 1 to 10) « 

Accuraajr ±s indicated by the number of errors 
made plus a numerical grade (from 1 to 10). 

/???/ Sally Blue made 66 wpm on her typing teat, 
using a manual typewriter, and was assigned 
a grade of 8« ttiat does this mean? 

/Ans/ That Sally raxiks in the upper 30 percent 
of employed workers \Aio use manual type- 
writers and her performance exceeds that 
of more than 70 percent of these workers « 

Vlith separate grades for speed and accuracy, you 
can see how it is possible to meet varying eqplqyer 
recfiiirenents for a typist who is both speedy And 
accurate or one irtio must be accurate but not 
necessarily speedty, etc. 
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III* DICTATION TEST 
A* Description 



B» When to Use 



C» Retestliig 



D. Test Results 



IV. SPELLING TEST 



The USES Dictation Test Is a perfomance test 
of an examinee's skill In taking dictation. It 
Is given at one of three speeds: 6o» 80» or 100 
words per minute* 

There are six alternate forms of the test^ desig- 
nated as Foms A.F. Each of the two passages In 
each form consists of a letter typical of corre-* 
spondence in various types of organizations. 
The language Is nontechnical but the content re- 
lates to the following types of organizations: 

Fom A - Trade 

Pom B - Manufactuzdng 

Form C - Trade 

Form D . Finance-Insi' 

Form E - Education 

Fom F I. Government 

An examinee may be administered the form which 
is most appropriate in content. However, either 
fbra may be used, as they are interchangeable. 

It is desirable to administer the dictation test 
to any applicant being considered for a position 
in which taking and transcribing dictation might 
be required, whether applicant is experienced or 
not. Tape recordings of the dictation tests are 
available to State agencies having equipment for 
playback. 

An examinee may be retested immediately if he did 
poorly and would like to take the test at a slower 
speed, or if his poor perfomance resulted from 
excessive nervousness. Vlhen an examinee's score 
is poor because he is out of practice, he may be 
encouraged to bmsh up and appear for a retest 
at a later date» An alternate fom of the test 
should alws^s be used for retests. 

The test results returned to the interviewer or 
or counselor, will indicate the speed at iriildi 
the dictation was taken, the accuracy score 
(out of a possible 125) • and the accuracy grade 
(1 to 10). 

The USES Spelling Test is a 10-minute perfomance 
test of an examinee's skill in spelling common 
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A. Description wordd. The test oonslsts of 90 words^ about half 

. of idiich are mlespelled. The examinee indLcates 
whether he thinks each word is spelled oorreotly 
or incorreotly* There are two foras of the test^ 
designated as Fom A and Pon B. 

^* When to Use It is desirable to acfeuLnister the Spelling Test 

to an7 sqpplioant for a typing^ stenogrqphio^ or 
secretarial position in whioh correot speUlng 
is an integral aspect of successful job perfom- 
ance* 



C« Retesting 



D« Test Results 



Y. siAnsnc&L 

TZPim TEST 
A. Description 



B. When to Use 



An oxandnee n*/ be retested if the test adnini- 
strator belieTes that his poor perf orasnce re« 
suited trm excessiTS nervousness or other Justi* 
fiable reason. Otherwise^ there should ordinarUj' 
be no need for retesting with the Spelling Teet^ 
since spelling skill is not affected bgr short- 
texm practice or esqperience* The alternate fom 
should be used for a retest* 

The test results reported on Fom MA 7-39 indicate 
the score (number of words correot out of 90) and 
the numerical grade (1 to 10)^ whi6h coqpares 
the spelling aocuraqr of this applicant with that 
of other clerical woxicers. 

The USES Statistical Tjrping Test is a lO-minute 
performance test which yields separate ■eaeures 
of speed and accuracy with which an eraminae can 
type statistical or numerical copy in ti^Dular fom* 

niere is only one fom of the test^ designated 
as Fom A. The test consists of material set up 

In columnar f oraat such as that found in cataloged 
price listings i^ere correctness of numbers and 
spacing is important* 

The same noma may be used for manual or electric 
typewriters. 

It is desirable to adiinister the Statistical 
Typing Test to aqy api^cant for an occupation 
in idiich statistical or numerical typing might 
be required on the Job. This iqpplles to appli- 
cants with work esqperience in typing statistical 
material as well as to applicants who ha^e had 
experience in general typing but are being con« 
sidered for Job openings involrLng statistical 
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typing* It nay alao be approprlato to actoiinlater 
the plain copy typing teat if the Job In question 
lATolvea general aa well aa atatiatioal typing* 

0* Reteating An examinee may be retested innediately* if it ap- 

pears that his poor perfomance resulted from 
typewriter trouble^ extrana nenrousnesa^ or other 
Juatillable reaaon# When his typing perfonaance 
is poor because he is out of practice^ he may ^ 
encouraged to brush up and appear for a reteat 
at a later date* 



Ratest scores should be interpreted vith scna 
oaution^ since there is only one fom of the test 
and practice effect may inprove perfonaance on 
the i^teat* 



D* iceet Results 



VI. MEDHGAL AND 

LBML SPELIINQ 
TESIS 

A« Description 



B« When to Pse 



C« Reteating 



The test results reported on Form MA 7-39 include 
a speed grade (1 to 10} and an accuracy grade 
(1 to 10). 

The USES Medical Spelling Test and Legal Spelling 
Test are perfonaance tests of the skill with which 
an examinee can spell technical medical or legal 
words* The words used in these tests are not 
those idiich a good aecretary could correctly- spell 
phoneticallyo They are words which only e person 
trained or eaqperienced in either the medical or 
legal field night be esqpected to spell correctly* 

lach teat consists of kp technical words from 
the medical or legal field* There ia one fom 
for each teat* The teat examiner ]»ronouncea each 
word twice and allows time for all examinees to 
print the word on their answer sheets* Adtadni- 
stration requires approodmately 10 minutes* 

It is desirable to a<kalniater the Medical Spelling 
Teat or Legal Spelling Test to any applicant for 
an occupation in wiich correct sp^Jlng of medL* 
cal or legal words ia an important aspect of Job 
perfoxsance* 

An an^jiee may oe reteated if it appears that 
hia poor perfonaance reaulted from esoessiTe 
nervousness or other Justifiable reason* Other* 
wise^ there should ordinarily be no need for re« 
teating with the Medical ^palling Test or I^al 
Spelling Test^ since these skills are little af* 
fected by short-tem practice or experience* 
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Reteat scores should be Interpreted idth caution^ 
since there Is only one form of each of the tests* 

0« Test Regults The test results reported on Form MA 7-39 consist 

^ of a score (number of words sp^ed correct!^ 

oat of liO) and an accuracy grade (1 to 10) • 
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PART FIVB-«SOME OONSIOBRATIONS ON THB USB OF TESTS 



I. DBCIiJCENQ 

AFPROPRIATENSSS 
OF TBSTINO 



A. Situations 
Calling for 
Testing 



After obtaining pertlnant Inforaatlon £rm the 
iqpplloant daring the courae of the interview, 
the interviewer or counselor dacides idiether 
or not test results nould be hdpfUl in each in- 
dLvidoal case* Let's consider sons of the situa- 
tions in lAich test results are most likely to 
be helpful and the type of test to use* 

Divide the blackboard space into tvo col- 
ums. Head one "Situation" and the other 
"Test". Then add the situations one at 
a tlioe, as th^ are discussed, together 
with the cqn^rqpriate type of test* The 
resulting chart should appear as follows s 



/557 



Situation 



Test 



No exp. or training 
Occupational change 
Skills need checking 
S^ectlon for apeclflc 

job(s) 
l^loyw wants appli* 

cants selected with 

use of tests 
Applicant fearful of 

tests 

Deficient in education 



Aptitude 

Aptitude or Pz^f • 
Proficiency 
Aptitude or 

Proficiency 
Aptitude or 

Proficiem^ 

Pretesting Orien- 
tation Exercises 

Educational Achieve- 
aent 

Nonreading aptitude 
test battex7 



Persons lAo lack eacpezdence or training and who 
present probloos of finding suitable occi^iational 
outlets are often assisted by the use of cqptitude 
tests* Recent school leavers and ex-serviceaen 
lAose military eaqperlence is not convertible to 
civilian wozic are ccsanon exaaqdes* 



Tests may also be helpful for applicants who wish 
to change occiqMLtlonSft This situation may call 
for either aptitude or proflcienpy tests* d9pend«- 
ing upon the iqpplicant and nhether or not he has 
soma clerical skill > 
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Many applicants seeking clerical jobs are either 
inexperienced, their experience has not been 
recent, or their work history has been spotty, 
and evidence as to their degree of skill is 
' lacking t Such applicants should be referred for 
proficiency tests. 

When selecting for referral, the interviewer 
should take advantage of any means available to 
help him place the applicant in a suitable job 
and at the same time provide a suitable worker 
for the employer. When there are appropriate 
tests for the occupations involved, their use 
will be helpful. 

Sometimes employers request that applicants to 
fill a certain job order be selected with the use 
of tests. In deciding whether to test a specific 
applicant for referral, make sure that he meets 
all the other employer specifications before 
testing him. 

Tests should be used whenever we feel that they 
would help us do a better job of classification, 
selection, or referral. 

B. Testing th e As stated previously, the NATB was developed for 

Educationally use with educationally deficient individuals who 

Deficient lack sufficient literacy skills to take the GATE. 

The NATB is useful as an indicator of the aptitudes 

of such persons. However, if an applicant 

who has been tested with the NATB, or an SATB made 

up of certain parts of the NATB, lacks the educational 

skills required for a specific job, he should first 

be referred to remedial education to acquire such 

skills. 

The USES Basic Occupational Literacy Test (BOLT), 
scheduled for release soon, is an achievement 
test for use. with the educationally deficient. It 
is made up of tests of Reading Vocabulary, Reading 
Comprehension, Arithmetic Computation, and Arithmetic 
Reasoning at several levels of difficulty. The BOLT 
yields a standard score and a General Educational 
Development (GED) level for each part of the test. 

The BOLT will supersede educational achievement 
tests which were approved for use by USES, 
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C, Testing the 
Handicapped 



Individuals with physical handicaps are not ex- 
cluded from testing. However, consideration must 
be given to whether or not the handicap may affect 
test performance. For example, if the individual 
has normal use of the preferred hand, he may be 
administered the paper-and-pencil tests. In such 
case there would be no difficulty in getting a true 
score on these tests. If his other hand has limited 
use, or has been fitted with a prosthetic device, he 
may also be given the apparatus or proficiency tests, 
since his score can be interpreted by the standard 
norms. His score would represent the dexterity he has 
with whatever hands he has, and will indicate the 
extent to which he can compete with those not so 
handicapped. If he has limited dexterity in the use 
of his hands or a prosthetic device, he would have 
similar difficulty in successfully pursuing an 
occupation requiring manipulative ability without 
further training. 

If the individual has such limited use of both hands 

that he cannot write with normal speed, or if his 

preferred hand has been amputated, then he should 

not be given paper and pencil, apparatus, or proficiency 

tests. 



II, PURPOSE OF TESTING 

A. Is Test for 
Counseling or 
Selection? 

B. Is the Job 
Description 
Similar to 
Employer *s Job ? 



When a handicapped person is tested, notation of the 
handicap should be made in the comments section of the 
Test Record Card and the Test Appointment Form. Any 
handicap which hinders an individual from doing well 
on the test would be likely to hinder him on the job. 

If the purpose of testing is for counseling, the GATE, 
NATB, Interest Check List, Kuder Preference Record, or 
BOLT may be used. If the purpose is for selection, 
SATB's or proficiency tests may be called for. 



If the test is to be given as an aid to selection, 
is the job for which the test was developed suf- 
ficiently similar to the employer's job to warrant 
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using the same tost? This aay be determined Iqr 
checking the job description on the Fact Sheet 
or Technical Report for the SATB with the Job 
duties of the enployer^s Job. 

Applicants are not usually retested with aptitude 
tests unless it is established that conditions 
affected their scores adversely so that a true 
measure was not obtained. Such circumstances as 
the forgetting of eyeglasses, extreme nenrousness, 
or illness would Justify retesting the indlTldual 
as soon as It is possible to do so. In these 
Instances an alternate form of the test should 
be used. 

If a review of test records ehows that ah appli- 
cant has been previously tested, the length of 
the intervening time and the applicant's Mperi- 
ences during this period should be considered to 
determine whether the test results still reflect 
the applicant's potential. Wiile aptitudes are 
relatively stable after a person reaches maturity, 
the factors of tine and experience have been shown 
to affect an individual's aptitudes to some degree « 
For this reason, it is permissible to retest an 
individual with an alternate form of the test, 
if it appears that the passage of time or his in- 
tervening esqperience may have affected the level 
of his aptitudes as measmed by the last test. 
These intervening experiences may be physical, 
educational, or cultural in nature. 

2. proficiency Persons may be retested after a training course, 
tests considerable hone practice, or experience if it 

would appear that thqr have iqfiroved. Conversely, 
if they had not used the skill for smetime, a 
retest may be desirable to see how much of that 
skill they have retained. Here, also, an alter- 
nate form of the test should be used, if one is 
available. 

The GATB and the NATB are eoanseling tools, and 
and the QAP's are to be used only for that purpose. 
Since they are groups of occupatione with vazjing 
aptitude requirements, th^y are not specific enouigh 
to be used for selection. However, the Individual 
Aptitude Profile of an applicant who has been 
^ven either test may be matched ag^nst axqr of 
the SATB norms. Hence, in this senee, GATB and 
NATB results may be properly used in selection. 



C. Is This a 
Retest? 

1. Aptitude 
tests 



D. Can. GATB and NATB 
Results be Used 
in Selection ? 



-38* - 



Aa a tlme*savlng device for the testing unlt^ ap- 
plicants scheduled for two or more SATB*8 are 
often tested In a group with other applicants 
taking the OATB. This results In a conplete apti- 
tude profile^ which may then be matched against 
angr of the SATB norms desired. However^ such ap- 
plicants are not counseled and nothing is done 
with the OAP*s. 



III. INTSORAnNG TSST 
RESULTS WITH OTHER 
INFORKATION 



Test results provide information about several 
areas of applicant's assets and limitations. 
This information must be considered together 
with information from other sources. 



A. Evaluating 
Test Results 



When the test results are received from the test- 
ing unlt^ the interviewer or counselor reviews 
them in terms of specific occupations and fields 
of work for which the applicant has qualified. 
He decides irtiat flurther infonoatlon he needs from 
the applicant and what information he should give 
him. 



B. Test 

Interpretation 



C. Classification 



The interviewer will consider the test results 
as they aid in classification and selection. The 
counselor will consider them as th^y aid in de- 
veloping a realistic goal and plan with the ap- 
plicant. 

The inteirpretation of test scores is not a mech- 
anical process. Although aptitude tests offer 
a more exact method of determining an applicant's 
potential abilities than any subjective means^ 
aptitude test results marst be regarded as only 
one of several factors to be considered. Among 
these other factors are education^ leisure- time 
activities^ interests^ special skills ^ knowledge, 
and physical capacity required for successAil 
performance in the particular job. In the final 
selection, the applicant's qualifications as de- 
termined from the interview, test results, and 
other data must be evaluated in terms of the re- 
quirements set forth in the employer's order and 
the job duties. 

Test results are also taken into consideration 
in assigning a proper classification which re- 
flects the skills and potential abilities of the 
applicant and placing him on a job which utilizes 
them. 



ERIC 



- 39 - 



Test resu?,ts for the GATE and NATB should be 
reported to a counselee in tsrms of his potential 
for fields of work or kinds of jobs. Because 
test scores are significant only when considered 
in relation to all other pertinent factors about 
the individual, and because the applicant has not 
been trained to interpret them, the counselor 
must not give test scores to applicants. (See 
ES Manual . Part II, section 9180 D.) 

The policy with respect to reporting SATO results 
is similar. The applicant should not be given 
his actual test scores nor his letter grades (H, 
M or L) as he would not know how to interpret 
them. The .di$py?sion of SATB results should be 
in general terms regarding applicant's chances 
for success and employment in that occupation. 
For example, if he made a grade of H, he may be 
told that he appears to have the abilities needed 
to learn that occupation, or that his chances for 
success in that occupation are good. 

Results of clericar"stci~ lls Les-tG ohould be d is- — _ 
cussed-with the applicant in terms of the market- 
ability Off his ^skills and whether or not addi- 
tional training would seem necessary or to his 
advantage. If an applicant asks about his test 
results on the typing test, the interviewer may 
give him the words per minute and the number of 
errors. (See ES Manual . Part II, section 9180 I.) 

B. To Employers When applicants have been selected with the use of 

SATB's it is usually adequate to note on the 
referral card that the applicant met the aptitude 
requirements for the occupation for which he is 
being referred. Test scores or aptitude profiles 
are not given. 

At the option of the State agency; test, results 
may be reported to employers in terms of letter 
grades H, M, or L, except for those SATB's not 
yet validated for, or approved for use with, 
minority groups. To prevent discrimination, the 
employer is not told whether the SATB's used in 
selection were derived from the GATE or the NATB, 

A third option, when an applicant's test results 
on two or more SATB's are to be reported to 
employers (and certain other organizations) is by 



IV. REPORT CNG TEST 
RESULTS 

A. To Applicants 
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the use of the Aptitude Test Battery Indicator. 
This device provides a means for comparing an 
applicant's performance on two or more SATB's with 
the test norms (cutting scores) of these tests • 
The applicant's test performance on each aptitude 
of an SATB is indicated by a confidence band, 
extending one standard error of measurement above 
and below the actual score* 

/•^^/ Pass around a sample of a completed Aptitude 
Test Battery Indicator for trainees to see. 

Obviously, the employer (or other organization) 
would have to be trained on how to interpret the 
Indicator. Note that the Indicator is not to be 
used in reporting to joint apprenticeship com- 
mitties. ( See ES Manual . Part II, section 9180) 

Test scores of clerical skills tests are usually 
not reported to employers. However, if specifically 
requested, an applicant's typing speed may be 
reported along with the number of errors and his 
numerical grade. Numerical grades on the dictation, 
spelling, statistical typing, and medical or legal 
spelling may likewise be reported. Actual scores 
on the dictation test should not be reported, as 
such scores are not corr/parable to scores on tran- 
script dictation tests widely used by schools and 
in business. 

The general rule is that employed workers are not 
tested for purposes of promotion, demotion, trans- 
fer, or dismissal, as these are actions for which 
the employer should assume full responsibility. 
However, there are some exceptions to this over- 
all policy. USES tests may be used by local em- 
ployment service offices for testing an employer's 
workers under the following circumstances: 

1. When a plant is undergoing or soon will undergo 
technological change. Specific aptitude testing 
will be done only in instances where it will 

help alleviate a problem of potential unemployment 
caused by plant conversion to operations involving 
new processes and ecpjipment not previously used 
in this plant. 

2. When employed workers are being considered by 
management for upgrading into existing unfilled 



- 41 - 



positions within the plant, which require 
different skills, knowledges, and abilities not 
rec[uired in the positions presently held by 
these workers. ES tests should not be used to 
assist an employer in making direct-line pro- • 
motions when the functions do not change 
except in level of responsibility. 

3. When employed workers are being considered by 
management for training within the plant in 
a shortage occupation. 

Each of these circumstances is restricted by cer- 
tain conditions which must be met before testing 
may be done. (For complete information see ES 
Manual , Part II, section 9155.) 

There are some additional circumstances in which 
employed workers may be tested, such as when they 
are being considered for on-the-job training un- 
der MDTA or for apprenticeship job openings. 

There is another instance in which the Employment 
Service may provide an employer with test infor- 
mation at the time of referral, which may be used 
subsequently for transfer or promotion purposes. 
Some employers hire for a "labor pool" from which 
assignments are made to various entry jobs. Other 
employers like new hires to have progressive ex- 
perience. In such instances it is permissible to 
match each applicant's profile against several 
SATB's and notify the employer by telephone or 
letter, at the time of referral of the occupations 
for which the applicant was tested and met the 
aptitude requirements. 

For example, a local bank may be interested in 
knowing whether an inexperienced applicant, who 
is being referred by the local office as a Clerk, 
General Office also meets the aptitude require- 
ments for Bookkeeping Machine Operator and Teller^ 
While this information could be given by phone or 
letter, the referral card would indicate only that 
the applicant met the aptitude requirements for 
Clerk, General Office. 
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VI. RELEASE OF TESTS At the discretion of the State agency and on 

the approval of the Regional Manpower 
A. For Operatin g Administrator, certain USES occupational 

Purpo ses tests (GATB and NATB) may be released by 

the Employment Service to other organizations. 
The State agency should make every effort to 
provide the necessary testing services 
through its local offices. However, sit- 
uations will arise in which it is necessary 
or desirable to release tests for direct 
use by other organizations. Typical sit- 
uations in which release of tests might 
prove mutually beneficial are described 
in,.the,ES Manual, Part II, sections 9700, 
9761, and 9703. 

1. The GATB may be released for use by 
trained counselors in high schools, 
colleges, universities, and nonprofit 
institutions as part of a vocational 
guidance program. Books I and II of 
the GATB, B-lOOl or Books I and II of 
B-1002B are the forms to be used for 
such releases. However, B-1002A may 
be released for retesting purposes. 

2. The entire NATB, Form A, may be released 
to qualified organizations. 

3. USES clerical skills tests may not be 
released to any employer or organization. 
Much of the content of these tests is of 
a type which could be easily remembered 
and repeated and might thus become 
common knowledge. If this were to 
happen, the value of the tests would be 
greatly lessened. 

If the preliminary conditions for the use of 
USES tests by an outside organization are 
satisfied, the Employment Service may enter 
into a written agreement with the organization 
making the request. Such agreements are 
subject to the approval of the Regional 
Manpower Administrator. (See ES Manual , Part 
II, sections 9702 and 9703 for samples of 
test release agreements.) 
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B, For Instruction It is permissible for State agencies to provide 

or Information sample copies of the GATE, B-1002B, together with 

appropriate answer sheets, scoring stencils, and 
Manuals to a psychologist or other faculty member 
of college or university for instruction or 
information purposes. Since sections II, III, 
and IV of the Manual for the GATE are on 
unrestricted sale by the Superintendent of 
Documents, U. S. Government Printing Office, 
i/Vashington, C«, the State agency should 
inform the faculty member that additional 
copies may be purchased from that source. (See 
ES Manual. Part II, sections 9710-97110 
Samples of other USES tests may be provided 
on the same basis. 



C, For Research At the discretion of the State agency and upon 

approval of the Regional Manpower Administrator, 
USES tests may be released to universities 
and non-profit organizations for research 
purposes. A written release agreement and 
approval of the research design by the MA 
national office are also required. (See 
ES Manual , Part II, section 9721.) 

Since USES tests would become useless if the 
answers to them were to become common 
knowledge, effort is made to prevent copies 
from getting into unauthorized hands. 



VII. CONFIDENTIAL NATURE 
OF TESTS 



Tests should be kept by and for those who use 
them. No person outside the Employment Service, 
unless specifically contracted with, or inside 
who is not directly concerned with them, should 
be given copies of the tests. Neither may 
tests be duplicated by anyone other than the 
USES national office or its authorized agent. 
Test materials, such as test booklets and 
scoring keys, should be kept in locked cabinets 
when not in use because of their confidential 
nature. (See ES Manual , Part II, section 9105.) 

VIII. RESPONSIBILITIES The Employment Service has also been give 

UNDER FEDERAL specific responsibilities by Title 41, Code of 

REGULATIONS Federal Regulations, Part 60-3, dated October 2, 

1971 and entitled "Employee Testing and other 
Selection Procedures." In cases where the 
Employment Service uses tests as an aid in the 
selection and referral of applicants to e.Tiployers 
with Federal contracts, a copy of the technical 
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report for the SATB being used, showing 
that the test battery has been validated 
for the occupation in question, is 
accepted as compliance with the regulation. 
No additional certification is necessary. 
When a compliance review is being made 
and the employer has been requested to 
produce evidence that tests being used 
in selection have been validated, the 
Zcate Employment Service shall provide 
a copy of the appropriate report to the 
employer. 

If requested by the employer and agreeable 
to the State agency, the State agency may 
provide copies, of the technical reports 
for all batteries being used with the 
employer for the employer *s files, even 
if a compliance review is not yet being 
made. (See ES Manual , Part II, section 
9160.) 

All test papers completed by applicants 
who are between 40 and 65 years of age 
must be kept for one year from the date 
of testing. If papers for such 
applicants are machine scored by NCS, 
their return must be requested. (See 
Part II, section 9452 F.) 



PART SU«-RKVIBf 



RSVIBEW SXERCISS3 Thia training unit haa provided you vith a broad 

orientation to anploTMnt aarvioa testing^ nhioh 
Hill be useful in many looal of floe aaaigments. 
Before no conclude our aeaeion^ let 'a try a 
reriev exercise to reenqphaaiae sone of the kqr 
points ve hate cohered. 

Hate trainees turn to the rerlew exeroisee 
on pages 21-2$ of the Trainee's Handbook. 
To use as a review^ call on trainees in 
turn to read a question orally and glte 
the answer. Resolve any differences. For 
the tx^ue-'false itena, ask trainees to 
indicate the reason for each false state* 
aent. Suggest that trainees may vant to 
write the correct answers in their books 
for future reference. 

Folloidng are the suggested anewars to 
the exercises: 



1. 


T 


6. 


T 


11. T 


16. P 


21. T 


2. 


F 


7. 


P 


12. P 


17. T 


22. T 


3. 


T 


6. 


P 


13. P 


18. F 


23. T 


U. 


P 


9. 


T 


1U. T 


19. P 


2U. P 


5. 


P 


10. 


T 


1$. T 


20. P 


25. P 










n 






1. 


e 


3. 


b 


5. b 


7. b 


9. d 


2. 


d 


u. 


d 


6. a 


8. « 


10. « 



HZ 

1. oounsellngf olaaslfleatlon, sslaetlon 

2. counseling, •sqperiaantal battary, t«8t 
davelopaent 

3. nanual dexterity, finger dexterity 

U. ieitB, training 

5. 60, 80, IX 

6. nedLeal, legal 
7* profielenqr 
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0« GATB Screening Exereiees 
9* Aptitude Test Battery Indicetor 
10* Angr one of the following} 

- PlMt ie undergoing teehnologioal ohange 
which will ceuee unMployBent 

- Workere ere being coneidered for upgrading 
to Jobe requiring different ekiUe^ 
knowledgee, end ebiUtiee 

- Workere ere being coneidered for training 
in a ehortage occupation 
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